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FPERSONREL OFFICER TRATHINY OMGSE

Generel Instmuctionss The examination will teke at least an hour to
complete but may take most of the allotied time for some of you,
Therufore, work repidly, especially en the first ltems, If you find
yeurself spending toe much time on an item move on %o the next one and
come back 40 the difficult item when you have finished the rest of the
exarno 7The test is set up so that you more from itams with a simple
format to discussion questions, In wiew of this ba sure to leave amyle
; time For the end of the exam, BE SURE TO READ ALL THSTRUCTIONS FOR THE
VARIOUS PARTS OF THE TEST CAREFULLY. THE WEIGHTING OF THE ITENS IN THE
TOTAL SCORE IS GIVEN TN PARENTHESES AFTER THE IRSTIICTIONS.

Jngtrugtions for Trus-False Jtemss Read each statemsnt careiully, If
the statement, es written, is esssntially true, place a plus mark (+)
in the blank spage in front of the statement., I the astatemsnt is
ezsentially felse, place a zero (0) in the blank spass in front of
the sistement. If you do not know the answer, guess. ' Your first
raspense to items of this typs is often the best,

(Items are worth one point each,)

G022 The appointing power,undér the Constitution is the
' basis of personnel administration in Faderal Service.

C08--a e Onder the provisions of ths CIA Aet of 1949 (F.Lo
110 = 8lst Congress), prior to termination of the
employment of an individual the Director of CIA
mst obtain the approval of the Civil Service
Commission,

G092 Under the National Security Ast of 1947 the Director
of Security, CTA is responsible for protecting
intelligence scurces and methods from unsuthoriged
disclosure,

0ll~a The Comptroller Generel has ruled that CIAts
extreordinary authority granted in the CIA Act of
1949 does not permit the disregerd of any control
with respset to normal administrative or operating
problems. .

The Agency is required by law to publish anmslly the
namss, titles and salaries of its employees who arc
paid with wouchered funds.

cl2-a




0R6-a

029-a

031-a"

037-a

057-a

089-a

¥edical benofit psyments to dependants overseas are paid from
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The Heads of the Agency's Carser Servicss have responaibility
for the utilization and evalustien of verscnnel assigred to
their Carser Services but do not have raspensibility for the
advancement of these people, Such resyensibility lles with
the Dirsetor of Parsonnel.

Personnsl Offiesrs, whereever essigned in the dgeney, must
partieipate with the Dirsetor ¢f Parsornel in supporting
the varicus Career Services in the Agercy snd in providing
the cammon services which ave the rospensibility of the
Office of Persennol,

Te obtain information (if svaileble) or the psychological

. characteristics of an individual under consideretion for
personnel actien the Fersomnel Offiser nsed only call the
Asgessment and Evaluation Staf? in the Office of Training
and arrange for an sppeintment.

s B T¥OQuent erver in considering an individusl for personusl
action 13 to overlock the characteristics of the job
sitwation,

A TDY travelier oversees may have an injury or illness that.
falls under both the performance of duty and line of duty
eomeents.

sonfidential Nindse
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0932

Fersonnel management i3 a highly technicsl field, and many
rractices are clearly spelled cut in regulations, It
therefore should not be affected by the working relationship
which exists between an Overrtine OFFieial and his Personnel

g

khen qj;estions-or oi?géhiz&.ti.on arise, before engaging
in corsultation with the NManagement Staff the Personnel
Gfficer should submit a forsel teouast for a change,

' Gre o2 ke values of Management Staff is the impartial

cbjective review which they can give.

Selection-Out should be in every supervisors mind as a potential
administrative tool, '

The key to DDP Personnel Administration is flexibility,

thingutotbmerwouh
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8. .5»tem58 For each of the following items there
Only one of these alternatives is correct.

Indicate hee answer you think best fits the question or statement by
mariing an *X" through the lstter thal precedss your cholce,

(Ttoms are werthtwopoints each.)

007-a

003-a

00l-2

CIA is established unders

&c Department of Dsfenss

be The Natiomal Security Couneil

¢o National Seourity Rescurces Board

do USIB ’ )

6o The Research and Developusnt Board

Which of the following does not comstitute an item of legislation

g:signed in part to implemwent personnel administration in the Federal
rvics?

2. The Civil Service Aet of 1883

bs 7The Civil Service Retirement Act of 1920

¢ IEmployees? Persennel Administration Act of 1947
de The Budget and Accounting Act of 1921

The legal framswork of Fedoral personnel administration consists of a
body of statutes, executive orders, and court and administrative
decisions which have grewn cut of:

8. The Civil Service Act of 1883
bs Spescific Public Heeds and Interestsa

~ ©o Special Coamissions such as the Hoover Commission

0238

de Thers is no legal framework for rersonnel administration within
CIA since the DCI does not have to obtain the approval of the
. Civil Serviece Coumission on personnel actions.

In recent years we have witnessed the emsrgence and adoption of the
coneept of psracnncl administration bys

&s Director of Parsonnel

bs Career Service

¢o Decentralized control in the Staffs and Brenches

do A vi.rietg of coomittees, special and permement boerds and special
assistants,
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053-a In overseas death casss, which of the following documents becomes the

Casualty Affairs Branch's prineipal source of informstion for immediate
contact with next of kin?

&c Porsomal Histery Statsment, with current supplements
be Residency and dependency report

e Security file .

do Travel orders

0142-a The best job opportunities in nonw-government exist for employees
leaving the Ageney whog

&, Are sesking positicns 2s corporation executives

be Prefer tc remsin in the D.C. area

¢> Have M.d, degrees and are interested in university teaching
de Desire overszsess employment

01.1;-@ Agency employses who have served overseas and are sesking other
employmont should clsar through Cover Division and Security Office
in order tog -

&. Arrenge for forwarding of persomal mail

be Insure that cover stories and job statements awe adequately
backatopped and non-sensitive

Co “Swap" stories on their overseas experiences

de Insure thit they will get full retirement eredit for theilr
. overseas ssiviece

03%-a. The employse is notified that he is en Out-Placement candidate bys

‘8o Specisl Assistant to D/Personnel

be Director of Personnel

¢, Head of his Carser Ssrvice

ds Chief, Persomnel Operetions Division
ey His Immsdiate supervisor

038-a The major purpose of Out-Placemant is to:

&. Assist all interested Agency empioyees iu reloecating il they so
desire

bs Assist only rocommended Agency surplus personnel in relocating

6o Assist employees who have been poor performers in relocating

de Assisi surplus suployoes and perscnncl who have personal cavesr
service limitations to seek employment elsewhere,
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051=5. Mr. X was single when first covered by ths Federal Employeaes? Group
Life Insurance., At the tiue, he completed & form designating his
mother as bensficiary. Vhen he dies ysars later, he is survived by &
wife, 2 children, and his mother. Who will receive peyment of his
FEGLI?

8o His wife on the basis that the statutory order of precedence
automatically adjusts o changes in e person?s marital status.

be His mother, sincs her designation ss beneficiary was never
cahcelled

¢s His children, equally

de His estate, zince the legsl reecipient is in issue.

050-a Which ons of the following would net result in an award of Federel
Employeas Compensation Act benefits?

8o Staf? Buployes on T0Y in [ s rurt 10 an automobize cresh
vwhile on the way to an rational mseting,
25X1A6a  b. Staff Employee, PCS is shot by a
the employee is in a restaurent on Sundey
¢o Contract employse is injured while moving equipment at the direction
and under the supervision of the Stations maintence officer
25X1A6a 4, Staff Puployee, PCS IMMis hospitalized for a broken leg sustained
while skiing snd on annual leave,. )

25X1A6a
04802 Mr. X, Staff Puployee, is PCS He has a wife and a
child, He has GEHA hospitalization. P 8 hogpitaliged for an
appendectomy, total expense- $35; his wife is hospitalized for maternity,
total expenses - $45; his child is hesplitalized for pneumonia, total
expense~ $55. Which of the following reflects the manner in which these
claims will be settled?

25X1A6a

terrorist while 25X1A6a

25X1C4a

a, All cleims are subwitted to and paid by the
be Mro X's elaim is paid by the Agency under the 5(a)(5)(C) program
and his dependants® clsims are paid by GEHA
¢o Mre X's claim is paid under the 5(a)(5)(C) progrsm, his wife's claim
is paid by GEHA, and his ¢hild¥s elaim is paid under the dependant
medical program in ths amount of $20 and by GEHA in the amount of $35.
de All claims are paid by GEHA.
6a

O49~a Mr. Y is & staff agent, PCS m His dependant wife contracts tuber-
culosis, the incidence of which 15 known to be considerebly higher in

25X1A6a

than in the United States. Mrs. ¥ nsver had tuberculosis before
25X1A6a her arrival in ¥hich one of the following statements does not
. awply in this case
8o Excepting for the first $35 of expense, Mrs. Y will receive full
- hospital care at Agency expsnse with no limdtation on the murber of
' days of hospitaligation.
25X1A6a be Mrs., Y will receive disability compensation since tuberculosis is a

nagard of the [l envirorient.

c. If necessary, Mrs., Y will be evacuated to the nesarest suitable
hospital at Agency expense.

de Mrs: Y is eligible for the benefits of the Agency's overseas
dependant hospitalization programe
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074~a Which of the following procedural rights or guarantees is not gré'r_ated
to an individual nominated for Selsction Out?

a, Personal hearing '

bo Right to nams witresses to appear in his behalf

o Written notification of the Agency®s intent

do At least & thirty-day notice period between the date of notification
that he is to be terminated and the effective date of separation

e. Right to outsids legal counssl.

073-z The central point for review of all Sslaction Out cases is:

ao The Special Assistent to the Director of Personnel

be An Employment Review Board : _
¢o An Advisory Committee created by the Director of Personnel
de An Agency Selection Board ' '

072-& UWhen proposed by the Head of an individual®s Career Service, the
' action contemplated by Selection Out is best described by which of the
followings . ‘

8c Termination of Agency Staff employment

bo Reassignment (with or without down-grading) to another Agency component

¢ Removal of the individual from the Office or Career Servioce to which he
is currently assigned, with further actlon depsnding on the results of
the Selection Out review _ . :

de Out-Placement to another Federel Department or Agency

OTl=a Responaibility for advising an individual that he has been nominated for
Selection Out, and the reasons for this action, normally rests with which
of the following?

a. Director of Personnel

b. Special Assistant to the Director of Personnel
co Personnel Operations Division, OP

do Head of the individual?s Career Service

e, Office or Area Division Persomnel Officer

O70-2 Under the Selection Out policy paper approved in February 1958 by the
. DCI, responsibility for the identification of candidates for selection
out rests with thes

ac Director of Personnel

bo Deputry Directors and Heads of Career Servlices
¢o Inspector General

do Firsteline Supervisors

e, Inspection and Review Staff
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075-a The Career Serviee Ceiling iss

&c The maximum authorized rumber of personnel for & Carser Service
consisting of staff employees, staff agents, military personnsl
detailed from other Govsrnment agencies, and Agency eivilian -

~ persornel detailed to other agencies or in external training status.
bo The ceiling for General Schedule personnel for sach Career Service
authoriged at each General Schedule grade level for a fiscal years
¢. The listing of positions of vardous types, levels, and Career
Service designations required to meet the workload of a component.
de The total of the Staffing Complement and the Development Complement,

076«a The fo]lowing employess are not counted against Career Service Ceiling:

8. New employees whose initisl orientation and training will exceed
30 calendar days from their EOD Date. v .

be Gasuals S
¢o Individuals in full-time training for contimuous periods sxceeding’
30 dayse
do Individuals who cannot be assigned to a Staffing Complement pending
_ approvals, such as msdical, security and 25X1C4a
eo Individuals placed on leave without pay, by o personnel action,

for a period in excess of 30 days. . \

fo Individuals formally detailed cutside the Agenéy for periods in excess
of 30 days _ . L

077-a The Planning Paper iss .

a8 A document reflecting the structure of a component and the number
end distributicen by occupational title, grede, and service designations
of positions sstimated to be required during the coming year to meet

. the workload. -

be An estimate of staff persommel requirements of each Career Service for
the coming fiscal year. R

co An estimate including staffing complement employees and development
complement employees necessary to carry out the functions of a
compenento

do 4An estimate based on the maximum mumber of pecple necessary to fulfill
work requirements consistent with good management.

076-a The Career Service Staffing Authorization is designed to:

8. Provide adequate headroom for employees, permitting maximum promotions,
and thereby encourage employees to make 2 career in the Agency.

be Limit promotions to those legitimately required to 11l vacancies
resulting from transfer and attrition.

¢o Limit the rotation of employees betwsen Career Serviees to those
required for development or training purposes,

do Encourage good personnel planning by each Caresr Service Head and
improve the competitive promotion system by planning the number of
promotions at each level for a full year,
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079-a The

8¢

bo

Co

de

08l=a The

be

Co

082-2 The

Caresr Service Staffing Authorization iss

The maximm number of authorized personnel for a Career Service,
consisting of staff employees, staff agents, mllitary personnel
detailed from other Government agencies, and Agency civilian
personnel detailed to other agencies or in external training
status, -

The total number of personnel at each grede level assigned to a
Career Service for a fiscel years

The total mumber of employees occupying limited and flexible
positions in the staffing complement and all employees in a
development complement status for a Career Service.

The ceiling for General Schedule personnsl for each Cereer Service
authoriged sl each General Schedule grade level for a fiscal year,

Staffing Complement iss

The listing of positions of various types, levels, and Career
Servics designations required to meet the workload of a component .
An estimate of staff persornel requirements of each component for
the coming fiscal year. ) :

The Carser Service listing of positions required to carry out all
functions of the Career Service for the fiscal years.

Staffing Complement includess

All positions of a Caresr Service required to carry out workload
requirements wherever located.

A1l limited and flexible positions required to meet the workload
of a component.

All staff positions in a component ineluded within the component's
Career Service, excluding those of other Career Services.
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154=a The final selection of all Military Personnel detailed to the Agency

is
8
be

Co
de

the responsibility of:

The Military Personnel Division
The unit Personnel Officer

The Chief of support of each unit
The operating official

153-a Military Personnel are requisitioned:

84
b
Ce
deo
152-a The

ae

b,
Ce

do

From one service at a time

From all services at the same time for each requisition
Through civilian channels

.Only from the Army

mission of the Military Personnel Division iss

To assist all civilian supervisors in preparing their efficiency
reports on Military Personnel in conjunction with prescribed
military standards

The procurement, general utilization and administration of all
military personnel detailed to the Agency

To monitor overseas tours of all Agency personnel under official
cover

To supervise all operations that utilize military personnel

156=a Miiitary Persomnel detailed to the Agency are here ror:

8.
be
Ce
de

Approved

Two years
Three years

Four years is
An unspecified tour to be terminated at the Agencgee. discretion
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Instructions for §3;gg_§ Answer Jtems: The following items ask you to write.a
brief answer for eech question. The answsr may require a word, & phrase or

2 sentence, It will not require any mors than a very short paragraph at the
most,

(Items are worth four points eachs)
;

C05=-a, What legislation established a comprehensive system of Job evaluation
for the first time in the Federal Government and provided a valid
basis for giving equel pay for equal work?

025~ List briefly some of the activities the Director of Personnel
engages in to ensure that the Ageney's personnel assets are
utiliged to the fullest degree possiblas,

032«a Discuss briefly some of the considerations involved in preparing
& perscn for intensive assessment by the AZE Stgff,
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OL5-a

052t

055-2

0548

The DCI Memorandum dated 17 February 1956 was the policy basis
setting in motion a Selection=Out Program designed to accomplish
a number of major objectives. State two of these objectives
brieflyo

-

b,

Define the MPerformance of Duty™ standard of the Federal Employees!
Compsnsation Act.

How much survivor annuity will the widow or widower of an anmitant
receive if the annuitant elected to have all of the annuity reduced
for survivership? ‘

An employee is eligible for optimal retirement upon meeting one of
three minimmm combinations of age and service. These aret

2. Age with years of service
be Age with years of service
¢o Betwsen ages and with years of service, but on a

reducad annuity.
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056-a

034=a

What is the general formmla for cbtaining the basic anmuity?

Define the three levels of assessment undertaken by the ALE Staff,

8e

be

weniaths peendring sclion by 1he Manegewent 3¢aff be expedited?
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203-8

092-a

096-a

091-a

Give at least three of the five categories of Involuntary Separation.

The Operating Official reliss on his Persornel Officer to advise him
on matters concerning a highly complicated and technical field. He is
expacted to inow the answers or be prapared to get them quickly.

It follows that certain aspacts of personncl menagement are clearly
assignable to the Perscrnel Officer. What are some of thess areas?

What 1s the distinguishing aspect of the current JOT training program
&8 opposed to previous prograns?

Personnel Management is a function of the executive, However, the
breadth ef his duties requires that he delegate many aspects of
personnel management. The Oparating Official will, of necessity,
reserve to himself cortain areas of activity and make decisions
concerning them, What are these areas of activity?
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304-a bWhat are the two basic functions of the Managsment Staff?

305-a 1ist some of the symptoms of mal-organdgation,

306-a 1ist some of the considerations reviwed by Msnagement when it
studies an organigation.
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SRl

Instructions for Discussion Questiocnsg The following cquestions are
designed to allow ytu to think about a larger or more complex body of
information. These questions generally deal with persormel progrens,
policies or problems. In answering the questions you will do better
to maintain a broad perspsctive than to fosus on any specifics within
the area under disecvssicn. YOU ARE REQUIRED TO ANSWER ALL THREE
QUESTIONS. (The valuec is given after eamch item)

030-2 Describs in a brief paragraph or two what you consider to be
the major ckjectives of the Agency's Personnel Program. (£0 points)

151~a  Your Divisicn Chief wants his Branch Chiefs briefed concerning the
support they can expect t0 get from you as a Personnel Officer.
Outline your presentation to the Brench Chiefs indicating briefly
the topics you would cover. Inelude in your outline an indication
of how other Agency somponents support you and some indication
of areas of reaponsibility and interrelationships as they bear
on these problems. (20 points)

OO4 =8 Porsonnel management in vhe Federsal Guveryment has rarely remained
static, Outline some of the bodiss and organiuatimslmtside th:
Agenny which exert a centimuing influence on perscnnel managemen .
ax;sg :gdieatm in vour outline how this influence is brought to bears (&9!‘“‘*‘)

Clearly label your aiswers with the numbers to the left of the questions.

SwFrCeRnEnT
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